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SECTION A (This section is COMPULSORY)

Question One 
Read this Job advert and attempt the question that follows;

JOB ADVERT
You have just completed your Diploma in Information and Communications Technology from UICT and while reading the Daily Monitor of 28th November 2025, you came across an advertisement by JIT Solutions Ltd, P.O. Box 112233 Kampala, a fast-growing ICT company in Kampala, seeking to recruit a Communication Officer placed by their Human Resource Manager. The advert indicates that interested applicants should submit an application letter and a detailed Curriculum Vitae (CV) with copies of academic documents, which you immediately responded to. One week later, you receive an email inviting you for an interview scheduled to take place at the company’s headquarters. Using the knowledge, you have acquired in Business Correspondence, CV Writing, and Job Interview;
a) Rewrite that well-formatted application letter that you used to apply for the position mentioned above. 
 (15 marks)
b) Rewrite the Curriculum Vitae (CV) that you attached to your application letter. 		 (15 marks)
c) As you prepare to appear for that invited for an interview, explain the five (5) key things that are expected of you before, during, and after that job interview.			     			 (10 marks)

SECTION B: (Attempt ANY three (3) Questions from this Section)

Question Two
UICT is organizing its annual ICT Innovation Expo and as the Assistant Communications Officer of UICT, you must communicate with different stakeholders using the most appropriate channels. Exhibitors need detailed written guidelines; students require quick notification of timetable changes; sponsors must receive formal invitations; staff must be urgently informed about an unexpected power outage; and after the event, you are tasked to collect feedback and prepare a summary report. In view of this;
a) For each of the five communication needs described in the scenario, identify the most appropriate communication channel that will apply and justify your choice. 				(10 marks)
b) Examine five (5) factors that should be considered when choosing the appropriate channel of communication in an organization. 								(05 marks)
c) State five (5) possible barriers or challenges that may affect the effectiveness of the communication channels chosen in part (a). 									(05 marks)

Question Three
You are responsible for informing all UICT students and staff about a new Digital Attendance Monitoring System that will begin in two weeks. Before sending the message, you must follow the communication planning process. However, when your first draft is reviewed, it is found to be unclear, too long, inaccurate, and missing key details. You must revise it using the 7Cs of effective communication. Basing on this scenario; 
a) Describe the five (5) steps you would follow in the communication planning process before drafting and sending the message. 										(10 marks)
b) Identify and explain any five (5) of the 7Cs of Effective Communication that were violated in your first draft, and describe how you would apply each principle to correct and improve the message. (10 marks)




Question Four
As the Guild Cabinet Secretary of UICT 2025/2026, you are required to draft a formal notice inviting all Guild Cabinet members to a preparatory meeting for the upcoming Sports Gala, clearly stating the date, time, venue, and six agenda items. After the Sports Gala has been successfully held, the Guild President instructed you to prepare a formal report summarizing the outcomes of the event, including achievements, participation, challenges, observations, and recommendations.
Required;
a) Draft a six (6) agenda item formal notice inviting all Guild Cabinet members to the Sports Gala preparatory meeting. 												(10 marks)
b) Adopting a memo format, write a formal report on the outcomes of the Sports Gala after ended including sections provided in the case above. 								(10 marks)

Question Five
You are selected to deliver a 5-minute keynote speech at the UICT Innovation Symposium. The audience before you may be distracted and mixed in interest. During your speech, some students paid less attention, and afterwards you received mixed feedback; some understood your message, others did not. You must improve both your public speaking techniques and listening skills to communicate more effectively. In view of this; 
a) Explain any five (5) effective public speaking techniques you should use to improve clarity, delivery, and audience engagement. 										(10 marks)
b) Identify and explain any five (5) listening skills or strategies you should apply before, during, and after your speech to better understand your audience and respond to feedback. 				(10 marks)

Question Six
TechPlus Uganda Ltd is expanding its operations but still uses slow, manual communication methods. Management now wants to shift to modern IT-based communication systems. As the Communications Assistant, you must explain why IT is important in business communication and recommend suitable modern IT tools. With this; 
a) Explain any five (5) importance of Information Technology in business communication for TechPlus Uganda Ltd. 											(10 marks)
b) Identify and describe any five (5) modern IT communication tools the company can use to improve communication. 											(10 marks)

Question Seven
a) Rewrite the following sentences correctly, correcting all grammatical errors.
(Write each sentence correctly as one full mark is awarded per item.)				(10 marks)
1. The informations you gave me was not accurate.
2. Neither the students nor the teacher were present.
3. She don’t like going for meetings.
4. Each of the boys have submitted their assignments.
5. They arrived late, isn’t it?
6. He is the man who I spoke to yesterday.
7. The committee have decided to postpone their visit.
8. I look forward to meet you tomorrow.
9. The books on the table belongs to Sarah.
10. She sings good than her sister.
b) Fill in the blanks with the correct form of the word in brackets.					(05 marks)
1. The manager __________ the report yesterday. (receive)
2. This is the __________ project we have ever worked on. (challenging)
3. She is the __________ of the two sisters. (tall)
4. The workers were praised for their __________. (dedicate)
5. He spoke to the audience __________. (confident)
c) Tenses - 1 mark each										(05 marks)
1. Rewrite the sentence in the past tense:
She writes a report every morning.
2. Fill in the blank with the correct future tense form of the verb in brackets:
The team __________ the project next week. (complete)
3. Choose the correct verb form in present perfect tense:
She has __________ her assignment. (finish / finished)
4. Rewrite the sentence in the present continuous tense:
He plays football every weekend.
5. Fill in the blank with the correct past perfect tense:
By the time the meeting started, the manager __________ the documents. (review)
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